Immediate Available 


PERSONAL INFORMATION Wasim Jamal 


9 Fi#03H-10 SubhanAllah Colony Halanaka Near Isra University Hyderabad 
E +92333-3767880 
Z4 ~=wjnoonari880@gmail.com 


@ linkedin.com/in/wasim-jamal-4274481a0 
Date of birth: May 12, 1996 | Nationality: Pakistani | Passport: FJ8206621 


OBJECTIVE = ——— ~ ~ ~ ~~ E 


WORK EXPERIENCE 


Looking to work in an organization that can provide a variety of opportunities that allow me to 
expand my skills and knowledge while working towards achieving the organizational goals. 


| 


Jan, 2021—Present Office Assistant 


May, 2022—Sep, 2022 


Jan, 2017— Jan, 2019 


Department of Human Capital Isra University Hospital, Hyderabad (Pakistan) 

Responsibilities: 

e Partof an HR team responsible for HR transformation at (Isra University/Hospital/Dental 
College) Posted positions through approved recruitment channels. Screened and Shortlisted 
candidates based on the job criteria. 

e Developed and Manage Budget and positions for recruitment with upper Management 

¢ Developed database of candidates and recruitment profiles. 

¢« Entered personnel data into central database. 

¢« Playing a responsible part in process of implementing an entire ERP system (Isra 
University/Hospital/Dental College) 

e Additional task for processing Final Settlement (Employee Attrition) 

e Letter Verifications 

e Employee Insurance and Claims 

e Monthly Employee Turn Over Management 

¢ Employee Recruitment Under Budget Reporting 

e Attendance & Overtime Entry. 

e Over time Collection. 

e Pay Slips Generation. 


Record Keeping of Payroll File. 

Contractual Payments 

Queries Related to Payroll. 

Register Employees and Generation of Unique attendance IDs. 
Enrol Employees in Biometric Machine 
Transfer Data to Other Machines. 

Updating of New Employee Basic Data in ERP. 
Updating of Employment Info. 

Assisted in Interview Calls 

Attendance 

Biometric 


Social Media Executive 

Mahrukh Consulant, Hyderabad (Pakistan) 
Responsibilities: 

e Manage Social Media pages 

e Daily Posting Multible Sides 

e Assist/Solve Digital Queries 

e Provide support in internal & external Students. 
¢ Indexing of personnel files. 

¢ Updating of Students Data in Excel. 

e Making Monthly Payroll. 

e Internal & external marketing activities 


Management Trainee 
Cott Academy Hyderabad, (Pakistan) 


Responsibilities: 
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Curriculum vitae Wasim Jamal 


e Supervising and monitoring the staff members. 

e Participating in training, workshops, and meetings. 

e Performing administrative duties as and when required. 
Proficiency in MS Office Tools. 

Ability to manage and handle multiple tasks. 

Assess student's coursework. 

Develop incentives to keep participants in class. 


e Written and verbal communication skills. 
e Attend training classes, parent conference and faculty meetings. 


EDUCATION AND TRAINING 
ee 


2018-till date Master of Business Administration Specialization in 
Human Resource Managment 


University of Sindh, Jamshoro (Pakistan) 


2015-2016 Bachelor of Arts 2st-Division 
University of Sindh, Jamshoro (Pakistan) 


LENGUAGE i | 


English- Urdu- Sindhi 
DEGITAL SKILLS E 
=" ERP/HRIS Microsoft Word, Excel and PowerPoint 
ONLINE CERTIFICAIONS 
People Management 
The Great Learning Academy 


HR Dtabase System 
The Great Learning Academy 


Human Resource Management 
The Great Learning Academy 


Social Media Marketing 
The Great Learning Academy 


Financial Accounting 
The Great Learning Academy 


CO-CURRICULAR ACTIVITIES Ei 


Ambassador 
LetsZu Tours and Travels 
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